
1 
 

Account Manager Guide – Exchange Seats Online 

 

1) Log into your online account manager by entering your email address and password. 

 

Note: If you do not remember your password, click “Forgot Your Password” to reset it.   

 

 

 

 

2) From the home page, select either the “View All” or the "Manage Your Seats" option near the top of the page.  
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3) You will be directed to a page displaying all of your upcoming events.  Select a show that you would like to 

exchange. 

 

 

4) Select the box at the upper right corner with a series of three dots inside.  You will then see a drop-down menu 

option that says “Exchange”.  Click the “Exchange” option.  
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5) Select the check boxes next to the exact seats you wish to exchange. Then click the “exchange” button at the top 

right corner of the screen.  
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6) You will then see a pop-up that details DPAC’s exchange policy and asks that you review your exchange request 

before proceeding. Click the “Continue to exchange” button.   

 

7) Next, select the performance date and time that you would like to exchange your seats into. Then click the 

“Continue” button.   
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8) You will then be directed to a seat map of the desired performance. Use this interactive map to select the seat(s) 

you wish to exchange into. Available seats will appear as colored dots. See images below: 
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9) If you select a seat that is priced lower than your season seat, you will get a pop-up that explains there will be no 

refund or credit resulting from the exchange. Click “ok” to continue.   

 

 

If you select a seat that is priced higher than your season seat, the additional cost will be totaled in the bottom 

right corner.   
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10) Once you have selected the seats you would like to exchange into, click “Checkout” at the bottom right corner of 

the screen. 

 

11) Next, you will be asked to review the details of your exchange. To finalize, click “exchange” seats at the bottom 

right corner.   

 

 

 

Note: if there is an amount due for the exchange, you will be asked to pay the difference during checkout.  

 

12) You will then be asked to confirm your exchange by entering your Account Manager password. After typing in 

your password, click the “continue with exchange” button. 
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13) The next screen is timed. If you take over 4 minutes you will not be able to complete the exchange and the seats 

will be released from a hold.  On this screen, select your desired delivery method and then click the “continue” 

button.    

 

14) You will then see a confirmation screen detailing the exchange.  

 


